

Prepare a Flying Start 
for your new team member

Below, list all issues that need to be taken care of before a new team member arrives or that need to be signed off on the day they arrive. 
Write a short instruction for each issue as in the example below. Your instruction should make clear what the end result should be/look like and include tips on who to involve and what notice they need, see below example.
Remember: we are looking at issues not at steps or actions. 
	EXAMPLE
(ISSUE) Publish as team member on website
(instruction) 
We present our team members in our About Us section (link) on the website. We use headshots, two sentences of bio and one funny quote. Text must be xxx words maximum. 
The web editor needs 3 days to find a moment to post it
(screenshot of one example)

Possible issues
Contact info (telephone number, email address, …)

Include in office mailing lists and address book

Accounts & login info

Workspace

Business cards

Publish as team member on website

Register (insurance, pension, PAYE, etc.)
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